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CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The major problem of this study was to determine the effectiveness 
of the intensified business education program offered at the Senior High 
School, Winthrop, Massachusetts, in relation to the requirements of the 
positions occupied by the graduates of 1945-1949, inclusive. 
Analysis of the Problem 
The subordinate problems of this study were the following: 
1. To determine the number of graduates who were engaged in office 
work at the time of the study 
2. To determine the number of transfers from the college curriculum 
to the business curriculum in the senior year 
3. To determine the amount of further education obtained by the 
graduates 
4. To determine the sources from which the graduates secured their 
first positions 
5. To determine the number of personnel in offices where the 
graduates were employed 
6. To determine how soon before or after graduation the business 
students obtained office work 
7. To determine how many graduates were still on their initial jobs 
8. To determine the most common types of businesses in which the 
graduates were employed 
9. To determine the frequency of different titles in present 
positions 
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10. To determine the average salary received by the beginning office 
worker 
11. To determine the leading test administered when interviewed for 
the first position 
12. To determine the duties performed most frequently 
13. To determine the office machines used most commonly 
14. To stuqy the willingness of graduates to cooperate on the job 
and to obtain information of the work habits of graduates 
15. To determine the adequacy of high school preparation in making 
a success of the first office position held by graduates 
16. To determine the desire for the services of the school employ-
ment bureau at the present time 
17. To determine what suggestions former graduates had for improving 
the business education program at the Winthrop Senior High School 
Justification of the Problem 
One way of assisting youth in realistic planning for the job ahead 
is to find out who employs the product of the school. The kind of 
training that is in keeping with actual work conditions and demands 
should result in better adjusted workers. 
Since occupations cannot be designed to fit a curriculum, the cur-
riculum must be designed and kept in a flexible, changing condition to 
meet the needs of the occupations available to graduates of a business 
program. 
From the results of this study ways will be devised to add to the 
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success of those who will leave the school in the future. 
Fuller1 has the following to say with regard to continued need for 
follow-up studies in business education: 
Vocational efficiency in any specific skill or related 
skills requires interest, aptitude, and ability on the part 
of the trainee. This training necessitates a positive 
system of guidance at appropriate times. It depends on a 
close relationship between school and business through the 
community survey, placement, follow-up, and joint meetings 
of businessmen and teachers. It means offering subjects and 
a curriculum that will meet the actual practical needs of 
business. It means quick adaptability to occupational 
changes. 
Santamaria2 feels that "the field of research is open for evaluating 
the business curriculum through an analysis of office workers 1 judgments 
on the vocational training they received in school." 
One of the --important reasons for the need of follow-up studies is 
expressed by Koos and Kefauver.3 They believe that many situations 
arise in first positions that are not anticipated by the school 
authorities, and, therefore, are not included in the curriculum. 
A successful businessman uses his past experiences to plan for a 
better future. The schools are judged by their end products; therefore, 
plans for the future of our youth must be well organized in this busy 
world of today. This study of the business graduates should be a 
systematic one, ¥dth the idea of improvement as our goal. 
lFuller, Donald C., "The Business Curriculum in the Large Urban 
High School," The American Business Education Yearbook, 1947, p. 167. 
2santamaria, Catherine, Job Analysis of Office Services Performed by 
Office Workers in Small Communities, Masterts Thesis, Boston University;-
1941, p. 186. - ---
3Koos, Leonard v. and Kefauver, Grayson N., Guidance in Secondary 
Schools, MacMillan Company, New York, 1932, p. 498. --
Traxler1 has the following ideas about follo~up studies: 
The purpose of follow-up studies is to gather data for 
use in evaluating the instructional and guidance programs of 
the local school. This is an extremely important purpose ••• 
The administration of a school can have no clear idea of the 
worth of its guidance program, or the mistakes that are 
being made, or the phases which should be stressed more, or 
those which should be changed, unless data are available 
concerning outcomes, that is, concerning what is happening 
to the product of school. 
Ryan2 states that the follow-up of graduates in any community must 
of necessity be a problem individual to that particular locality. 
At the Senior High School, Winthrop, Massachusetts, intensive 
clerical and stenographic curriculums were offered in the twelfth grade 
at the time of this study. 
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The stenographic curriculum consisted of a double period (80 minutes) 
of shorthand instruction, a double period (80 minutes) of typewriting, 
one period (40 minutes) of Business English, and one period (40 minutes) 
of Personal Economics. 
The clerical curriculum program consisted of one period (40 minutes) 
for each of the following: Business English, Thomas Shorthand, Office 
Appliances, Personal Economics, Typewriting II, and Clerical Practice or 
Salesmanship. 
In correspondence received from Charles E. Zoubek, Shorthand Editor 
of the Gregg Publishing Company the follcwdng statements were made: 
The plan that you are following in your senior year is 
the one that most private schools in the country follow. 
lTraxler, Arthur E., Techniques of Guidance, Harper & Brothers, 
New York, 1945, p. 318. --
2Ryan, Mary A., A Job-Activity Analysis and Follow-Up Study of 
1946, 1947, and 1948 Business Department Graduates of Nashua High;8chool, 
NaShua, New HampShire, ~fuster's Thesis, Boston University, 19~p. 21. 
They give two periods of shorthand a day, usually accompanied 
by an equal nUlllber of typing periods in addition to some work 
in Business English, et cetera. 
There is no question in IDlf mind that high school seniors 
who take shorthand for two periods a day and who do the 
equivalent of about 40 minutes of outside preparation for 
each classroom period can acquire a usable shorthand skill. 
Consequently, withthis intensive program carried on, the following 
questions have arisen as to the value of such a plan: 
1. Are intensive courses justified in the twelfth year? 
2. Are students as thoroughly prepared as they should be to meet 
the requirements of their respective employers? 
3. Are students cognizant of weaknesses in the business curricu-
lum upon entering the business world? 
4. Are revisions needed in the curriculum to meet the current 
needs of business? 
Lomaxl points out that the results of foll~~-up studies may be 
utilized by the business teachers, the employment secretary, the guidance 
director, the business students, and the business department in making 
recommendations. 
Many secondary-school graduates do not go to business college; they 
secure jobs, if possible, immediately upon graduation. Therefore, this 
study will endeavor to determine the difficulties encountered by the 
business graduates, and to make recommendations to the school authorities. 
If direct contact is made with the employees and the employer~ more 
realistic occupational information may be obtained. 
lLomax, Paul s., Commercial Teaching Problems, Prentice-Hall, Inc., 
New York, 1929, p. 16. 
Scope of the Problem 
This survey is limited to the study of the business graduates of 
the Winthrop High School, Winthrop, Massachusetts, for the years 1945, 
1946, 1947, 1948, and 1949. 
The acttml duties performed by these employees would provide the 
business teachers with definite facts about the preparation of the 
students to meet the demands and qualifications of business. Without 
this information curriculums cannot be properly revised. 
Definition of Term 
The writer interprets the "intensive curriculum" to mean the study 
of the skilled subjects (including shorthand, office appliances, and 
secretarial training) to be concentrated in the twelfth year. 
Organization of the Chapters 
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Chapter I gives an introduction to the study including the statement 
and the justification of the problem. Chapter II describes certain vital 
characteristics of Winthrop, Massachusetts, the school system, and the 
group being surveyed. Literature relating to the study is reviewed in 
Chapter III. In Chapter IV the procedures used in carrying out the 
study are explained. The data received from the check lists are tabu-
lated and analyzed in Chapter V. The conclusions and the recoliUilendations 
are presented in Chapters VI and VII. 
CHAPTER II 
THE BACKGROUND OF THE STUDY 
Winthrop, Massachusetts, is located about five miles from Boston, 
and has a population of 18,696 according to the 1949 census. 
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The town is mostly residential. There are no large industries, and 
few offices. Winthrop's close proximity to Boston means that the 
students in the business curriculum find it necessar.y to compete for 
positions with graduates of all other schools in the Boston area. 
The Winthrop school system functions under the 6-3-3-plan. The 
senior high school enrollment for the year 1948-1949 was 577 pupils. 
The tenth grade numbered 198 pupils; the eleventh, 188 pupils; the 
twelfth, 189 pupils; and the post-graduates, 2. Each June approximately 
60 pupils are graduated from the business education curriculum. 
At the time of this study the faculty numbered 34, including a 
principal, sub-master, two supervisors, and a guidance director. The 
business education department -Mas comprised of five teachers including 
the head of the department. 
An extensive guidance program was carried out to assist pupils with 
their future plans. Guidance records were kept for each individual 
starting with the sixth grade. In September an Interest Inventor,y Test 
was administered to all members of the eleventh grade. The Turse Short-
hand Aptitude Test was given to all pupils in the general curriculum 
during the third term of the eleventh year and to those in the college 
curriculum wishing to change to the business curriculum in the senior 
year. When students desiring to enter the clerical and stenographic cur-
l~culums were interviewed,consideration was also given to achievement in 
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English and typ}3WI'iting, as well as to personality, intelligence 
quotient, attendance, and the general average of all work in relation to 
capacity. Thus, a great amount of information was available to the 
guidance director for his use in counseling. 
The Turse-Durost Shorthand Achievement Test was given to the steno-
graphic group at the close of the third term of the senior year. 
On or after April 1.5 members of the clerical and stenographic pro-
grams were allowed to accept full-time employment, provided they had 
attained a high scholastic average in all subjects and had ten or less 
absences during the twelfth year. 
In the school year 1948-1949 the office machines available for 
pupil use, and the year of the models, were as follows: 
7.5 Standard Typewriters--Rqyal 
Smith-corona 
Underwood 
Remington 
1 I. B. M. Electric Typewriter (194.5) 
1 Burroughs calculator (manual, 1920) 
1 Monroe Calculator (electric, 1946) 
1 Marchant calculator (electric, 1947) 
1 Victor Adding Machine (manual, 1920) 
2 Comptometers (manual, 1920) 
28 
24 
1.5 
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1 Underwood Sundstrand (ten-key electric, 1946) 
1 Remington Rand Listing Machine (ten-key electric, 1947) 
1 Mimeograph (electric, 1939) 
1 Mimeograph (manual, 192.5) 
2 Dictaphones (192.5) 
3 IDdiphones (1--1920, 2--1944) 
1 Ditto (1927) 
The special machines in the department totaled 17. Since World 
War II the school authorities have gradually added more office machines 
and about one-sixth or 12 typewriters were turned in for new replace-
ments each year. 
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Winthrop High School has two typewriting rooms and a small room for 
office machines. At the present time a fevr of these machines are in the 
larger typewriting room. 
The subjects that were offered to the pupils preparing for office 
work follows: 
Tenth grade: Required Optional 
English II Bookkeeping I 
Personal Relations Bookkeeping II 
World Histor,y Business Training 
Eleventh grade: English III 
u. s. Histor,y 
Introductory Typewriting 
Business Law (one-half year) 
Business Geography (one-half year) 
Bookkeeping II or III 
Twelfth grade: English IV Choose either A or B 
Personal Economics A Stenography (Gregg) 
Typewriting II 
B Thomas Shorthand 
Office Appliances 
Clerical Practice or 
Salesmanship 
Typewriting II 
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United States History was required in the twelfth year if not pre-
viously taken. 
All the stenographic and clerical training was confined to the 
twelfth grade. This type of curriculum has been in effect since 1911. 
The plan permitted members of the college curriculum to transfer in 
the senior year, provided they had taken introductory typewriting. 
• 
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CHAPTER III 
REVIEW OF RELA.TED LITERATURE 
In this study of the business curriculum of the Winthrop High School 
eight related investigations have been reviewed. Two of these analyze 
the services performed by office workers--one in a large community and 
the other in a small community. Three of the surveys analyze the various 
job activities of business graduates; two are studies of the reactions 
of businessmen relative to the employability of high school graduates; 
the last analyzes the duties and tasks performed by clerical workers in 
a large community. 
The study made by Santamarial dealt with the ~sis of person-
ality traits of office workers as well as the analysis of the duties 
performed by them. 
Check lists were sent to employees and employers to obtain the data 
for this study. 
After the data were tabulated, the following conclusions were 
enumerated: Stenographic and clerical duties were predominant activities. 
Traits that were considered ttvery important" according to the employees 
were the following: accuracy, efficiency, personality, intelligence, 
concentration, adaptability, ambition, initiative, and judgment. The 
traits that were considered ttvery important" according to the employers 
were as follows: accuracy, intelligence, judgment, ambition, loyalty, 
personality, and resourcefulness • 
Santamaria, op. cit., p. 1. 
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In the study made by Hayman1 in Dayton, Ohio, the problem was to 
ascertain whether the commercial graduates of the Dayton cooperative 
High School were in occupations that required the use of their training. 
The information for this study was secured through check lists sent to 
the graduates. 
The findings of this study revealed that over half of the graduates 
of the retail and the business courses continued in the fields of work 
for which they were trained. Conclusions were drawn that these courses, 
however, should not be greatly specialized, inasmuch as the retail 
graduates were holding 20 different retail jobs and the business graduates 
were also holding 20 different jobs. The business graduates were doing 
two or more different kinds of work. 
This study" showed that in the selection of pupils for the business 
course recognition should be given to the fact that in the business field 
employment was greater among women than among men. 
In a stuey made by Carlson2 the interview and questionnaire tech-
niques of research were used in securing the reactions of a selected 
group (60) of businessmen throughout the United States. The major pur-
pose of the study was to determine the employability of the high school 
business course graduates from the point of view of a selected group of 
em:p~oyers. 
lHayman, Margaret Lee~ !. ~oum;up Stu~l £! connnercial Graduates, 
Master's Thesis, Cincinnat1 Un1vers1ty, 193 • 
2carlson Gunhild Augusta, Reactions of Selected (60) Businessmen 
t t
'h ~loyabilitv of High Schoo-r Business Course Graduates, 
Relative o e .,....1" " - ;::-! 
Master's Thesis, Boston University, 946. 
-
This stuqy revealed the following facts: 
1. Business manners, or deportment, was given first 
place in this need for personality development. The most 
outstanding traits to be developed are listed in the order 
of their importance, as summarized from the replies given 
by these businessmen: 
a. Sense of responsibility 
b. Courtesy 
c. Office manners 
d. Attitude toward work 
e. Less confidence in their own importance 
f. A greater desire to work and earn 
advancement 
2. A better system of selection must be devised in 
the high school business course to prevent the generally 
admitted 25 per cent mortality in shorthand alone. It is 
obvious that many students are in the business course, or 
in certain divisions of it, who would be more successful 
in other lines of endeavor. 
3. There is almost unanimous agreement among these 
businessmen that the schools are successfully developing 
speed proficiency in business subjects; however, there is 
also emphatic agreement on the point that speed without 
accuracy is valueless. Accuracy and neatness were most 
frequently listed as among the prime objectives in the 
teaching of business subjects.1 
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A study was made in Columbia, South ;Carolina, by Ector2 to determine 
the strength and the weakness of the present business curriculum offered 
in the Columbia High School, and to recommend adjustments of the present 
business curriculum to the needs of the students in relation to the 
community. The personal interview and questionnaire techniques were used 
in securing the data from the graduates and from a representative group . 
of business firms. 
1Ibid., p. 49. 
2Ector, Julia, A Follow-Up Study of the Columbia High School 
Commercial Graduates-from l935 through 1937, Master's Thesis, University 
of South Carolina, 1938. 
The study showed that the major emphasis should be shifted from 
shorthand and bookkeeping to general office procedures, since a relatively 
small percentage of the graduates became bookkeepers and stenographers. 
The survey also showed that courses in filing, personality development, 
and office machines should be added to the business program. 
The businessmen seemed to agree that the Columbia High School 
students were relatively well trained in commercial subjects. They were 
unanimous in their belief that some method should be devised for a closer 
contact between the business department of the school and the business 
firms of the city. 
Morrison1 made a study of 100 cases at the Henry o. Peabody School 
for Girls in Norwood, Massachusetts, during the years 1942--1947, inclu-
sive. The purpose of the study was to analyze the various duties per-
formed by the graduates in office work. The personal interview and 
questionnaire techniques in research were used in collecting the data. 
In surmnarizing the results of this research problem, Morrison dis-
covered that the demand for clerical workers was increasing because of 
the mechanization of job procedures. The stenographers entered the 
so-called "stmographic pool" in their initial positions, but the need 
for training on a calculator or some other machine was considered 
essential for this particular group to round out its business education. 
The group that received special training on machines was given many 
opportunities to change positions, but the question of wages was not an 
lMorrison, Rose H., An Analysis of the Various Duties Performed 
by the Graduates of the BUsiness Department: of ~ Hiry 2.• Peabody 
SchOO! for Girls,:for the Period from 1942--1947, inc usive, Master's 
Thesis, Boston UniversitY, 1948. -- - -
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incentive as the salary pattern was more or less definite for this type 
of of fie e work. 
The main purpose of the ~bVe,y1 study was to ascertain the duties 
and tasks performed b.y those employed as typists in a large industrial 
community. The interview and check list techniques were used to 
determine the duties and tasks performed by the beginning typist. 
After the data were tabulated and summarized the following recom-
mendations were made by McVey: 
1. Typewriting activities which are performed most 
frequently by typists, such as letters, reports, address-
ing envelopes, use of telephone, use of adding machine, 
indexing and filing, et cetera, should be taught in the 
high school typewriting course. 
2. Typewriting students should develop a high degree 
of skill in alphabetical filing. 
3 • Training on the use of the adding machine should 
emphasize a high degree of skill in addition. 
4. More attention should be given to judging the 
the correct spacing and placement of letters. 
5. Greater emphasis should be placed on spelling, 
punctuation, and grammar. 
6. Typewriting students should be given more 
opportunity to type real business forms. 
1. More training should be given in typing from 
rough draft, proofreading, typing with multiple carbons, 
use of master copies, cutting stencils, et cetera. 
8. Students should be trained to work under pres-
sure. This may be accomplished by assigning work to the 
typing students which must be completed by a given date. 
9. Teachers of typewriting should become acquainted 
w.ith the various types of tests given to typists in order 
to coach their students along these lines. 
lMcVey, Jennie, ! Job Analysis ;:£.Duties ~Tasks Performed~ 
Typists in ~Large Community, Master's Thesis, Boston University, 1949. 
10. Greater emphasis should be placed on personal 
qualities, such as neatness, accuracy, dependability, 
and responsibility. 
11. Typewriting should be taught with the objective 
in mind that the students should be able to type between 
4.5-.50 words per minute for ten minutes. 
12. Typewriting teachers should avail themselves of 
the opportunity of visiting offices in order to keep 
abreast of the various duties and tasks performed by 
typists.l 
A study ns made in Nashua, New Hampshire, by Ryan2 with the 
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specific purpose of determining the most common skills and abilities 
used by high school graduates in beginning office jobs and the adequacy 
of their high school preparation for job satisfaction. The findings of 
this study revealed that the majority of the graduates felt that they 
had secured adequate high school preparation for their first positions 
and that duties and office activities of a general clerical nature 
exceeded the specialized activities. 
One of the most recent studies was made by Thatcher3 in which job 
activities of the graduates of the business department of the Gardner 
High School, Gardner, Massachusetts, were analyzed. The problem was to 
determine for curriculum revision the activities and duties most 
frequently performed by office workers, and to deterwine the effective-
ness of the business education program in the Gardner High School. 
libid., pp. 106-107. 
2Ryan, .9£• ~., P• l. 
)Thatcher, Carolyn Ainsworth, A Job-Activity Analysis and Follow-Up 
study of 1947, 1948, and 1949 Graduates o1 the Bus1ness Department of 
Garaii&"HigilScliO'OI, Gi'rdiie'r," Massachusetts, Master • s Thesis, Boston 
University, 19SO. · 
Data for this study were obtained through the use of check lists 
and data sheets which were sent to 157 business graduates. Af'ter the 
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returns were summarized,the following conclusions were made with regard 
to office activities: 
1. All of the typing activities ranked in the upper 
half in total frequency of performance. 
2. The bookkeeping activities ranked in the lower 
half as far as total frequency of performance was concerned. 
3. The majority of the stenographic and secretarial 
activities ranked in the upper half for total frequency of 
performance. 
4. The majority of the filing activities ranked in 
the upper half for total frequency of performance. 
5. The majority of the general office activities 
ranked high in total frequency of performance. 
6. The tabulation of office machines used showed the 
adding machine, Comptometer or Burroughs calculator, electric 
typewriter, and Monroe, Marchant, or Friden calculator to be 
the important machines on ~ich instructions should be given 
at the Gardner High School. 
The study and review of these investigations, relative to the 
techniques used in obtaining the data and the findings, were ver,y helpful 
in solving the problem in question. The procedures for this particular 
study are enumerated in Chapter IV. 
1Ibid., pp. 65-67. 
CHAPTER IV 
METHOD OF PROOEDURE 
18 
The procedure followed in conducting this research study consisted 
of the following: 
1. Permission to make a detailed follow-up stuqy of the 1945-1949 
business graduates was obtained from the Superintendent of Schools, 
Winthrop, Massachusetts. 
2. Similar follow-up studies were reviewed and abstracted to obtain 
a background for this study. 
3. A check list (See Appendix.) was then prepared. Suggestions were 
obtained from the head of the business education departme.nt and the head 
of the guidance department of the Winthrop High School, and from the mem-
bers of a seminar at Boston University. 
4. A letter of transmittal (See Appendix.) was prepared to accom-
pany the check list. 
5. A list of the 1945-1949 business graduates was obtained from the 
pennanent record cards kept in the main office of the high school. 
6. On April 3, 1950 a letter of transmittal and a check list were 
sent to each graduate of the classes of 1945-1949 as follows: 
1945 76 graduates 
1946 65 graduates 
1947 71 graduates 
1948 51 graduates 
1949 68 graduates 
Total 331 graduates 
7. A follow-up letter (See Appendix.) was sent to those students who 
did not reply within three weeks. The writer's stenographic group 
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assisted in the clerical work. 
B. The school paper and the local newspaper (See Appendix.) printed 
articles with regard to the value of the study and the importance of 
returning the questionnaires. 
9. Ten days after the follow-up letter was sent out personal tele-
phone calls were made to the graduates who had not returned their ques-
tionnaires requesting that they participate in the study. 
10. The data received were tabulated and analyzed. Simple tables 
were constructed to interpret and make the data more understandable. 
11. Conclusions and reconnnendations to the school authorities were 
made on the basis of the findings. 
CHAPTER V 
ANALYSIS AND INTERPREI'ATION OF DATA OBTAINED FROM CHECK LISTS 
The check list was used to obtain data on such information as the 
type of work the graduates were engaged in, the kind of business, the 
size of the office, the length of time in present position, the medium 
through which employment was secured, and the adequacy of preparation 
for their first position. 
Table I shows the weekly returns from the questionnaires. At the 
end of the fifth week 205 graduates, or 62 per cent, had responded. Of 
this number 184 were girls and 21 were boys. 
TABLE I 
THE RETURNS FROM THE CHIDK LISTS 
Time Number Per Cent of Returns 
End of first week 91 27 
End of second week 113 34 
:End of .third week 134 40 
End of fourth week 178 54 
End of fifth week 205 62 
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As shown in Table II, the graduates of 1949 returned the largest n~ 
ber of check lists. Nineteen check lists were returned by the postal 
authorities because the addresses of these students had changed since 
graduation. 
The following data are also interpreted in graph form to show their 
relationship for the five-year period. (Refer to Appendix.) 
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TABLE II 
TI:IE RETURNS F'ROM CHECK LISTS BY CLASSES 
Class Number Sent Out Number Received Per Cent of Returns 
1945 76 37 49 
1946 65 33 51 
1947 71 40 56 
1948 51 33 65 
1949 68 62 91 
Replies from 106 graduates of the stenographic curriculum and 99 
graduates of the clerical curriculum were received. 
The returns from the stenographic group were more evenly distri-
buted through the five-year period as is shown in Table III. 
Class 
1945 
1946 
1947 
1948 
1949 
TOTALS 
TABLE III 
THE NUMBE..q OF RESPONDENTS ACCORDING TO 
BUSINESS CURRICULUM PURSUED 
Stenographic Curriculum Clerical Curriculum 
20 17 
20 13 
26 14 
20 13 
20 42 
106 99 
21 
22 
Plans for a college education evidently did not work out for a 
group of 28 graduates. Therefore, the intensive course offered in the 
twelfth grade provided them with an education to earn a livelihood. 
Table IV shows that from the number of returns received, the class 
of 1948 had the largest group that transferred from the college 
curriculum to the business curriculum. 
TABLE IV 
THE NUMBER OF TRANSFERS FROM THE COLLEGE C URRICUI.UM 
TO THE BUSINESS C URRIC UI.UM 
Class Number 
1945 5 
1946 4 
1947 4 
1948 9 
1949 6 
TOTAL 28 
At the time that this study was made 140 graduates, or 68 per cent, 
of the respondents were doing office work. Table V shows that the class 
of 1948 ranked first with 76 per cent, the class of 1947 followed in 
second place with 73 per cent, and the class of 1949 was in third place 
with 71 per cent. 
The following facts are also interpreted in graph form. (See 
Appendix.) 
TABLE V 
THE NID.ffiER IN EACH CUSS DOING OFFICE WORIC 
AT THE TIME OF THIS STUDY 
Class Respondents Number Doing Per Office Work Cent 
1945 37 23 62 
1946 33 19 58 
1947 40 29 73 
1948 33 25 76 
1949 62 44 71 
TOTALS 205 140 100 
Table VI shows that over two-t.hirds of the respondents were doing 
work for which the,y had received preparation in high school. 
TABLE VI 
OCCUPATIONS OF THE 205 RESPONDENTS 
Occupations Number 
Office-type jobs 140 
Non-office-type jobs 20 
Full-time students 15 
Desiring office jobs 5 
Married and at home 25 
TOTALS 205 
Per 
Cent 
68.3 
9. 8 
7.3 
2.4 
12.2 
100 
23 
24 
For the preceding table the types of jobs were tabulated in which 
the 205 graduates were engaged. Telephone operators were included in the 
classification of "non-office-type jobs·" The classification of "full-
time students" included those who were attending business schools, 
schools of nursing, and studying abroad. 
The graduates of the Winthrop High School were asked if they had 
secured additional business training beyond high school for which they 
had received a certificate or a diploma. Of the 205 respondents, only 
15 in the stenographic group and 14 in the clerical group had secured 
further training. Table VII shows the distribution according to classes 
and groups. 
Class 
1945 
1946 
1947 
1948 
1949 
TOTALS 
TABLE VII 
THE NUMBER. OF RESPOND~TS FROM THE STENOGRAPHIC AND 
CLEP..ICAL CURRICULUMS WHO HAD EARNED A DIPLOMA OR A 
CERTIFICATE FOR ADDITIONAL BUSINESS TRAINING SINCE 
HIGH SCHOOL 
Stenographic Diploma or Clerical Diploma or 
Respondents Certificate Respondents Certificate 
20 4 17 3 
20 2 13 4 
26 4 14 2 
20 5 13 1 
20 0 42 4 
106 15 99 
The significance of this distribution reveals that the total for 
each group was about the same, with an average of three graduates from 
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each class feeling the need for further education. 
Table VIII shows that the major reason for further education was the 
desire for additional knowledge by a group of 12. Lack of preparation 
was indicated by eight graduates. The need for a brush-up course was 
checked by six individuals, who stated that a review of certain subjects 
would quali~ them for promotion. The rotation system on office machines 
did not give training on the machines that was needed by two of the 
graduates. 
TABLE VIII 
REASONS WHY THE STENOGRAPHIC AND CLERICAL GROUPS DESIRED 
ADDITIONAL BUSINESS TRAINING 
Reason Stenographic Clerical Number Group Group 
Desire for additional 7 5 12 
knowledge 
Lack of preparation 3 5 8 
Brush-up course for 4 2 6 
promotion 
Knowledge of comptometer 0 2 2 
operation 
Need to gain confidence 1 0 1 
Of the 205 respondents, 35 had held full-time office jobs; however, 
at the time that the study was made they were full-time students, were 
unemployed, or were married and at home. 
These 35 graduates shown in Table IX added to the 140 graduates 
doing office work at the time of the study as shown in Table III make a 
total of 175 graduates, or 85 per cent, who had held full-time office 
jobs since graduation from high school. 
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TABLE IX 
THE NUMBER OF RESPONDENTS IN THE STENOGRAPHIC AND CLERICAL 
CURRICULUMS WHO HAD HELD FULL-TDffi OFFICE JOBS SINCE 
GRADUATION BUT WHO WERE STUDENTS, UN:Em'LOYED, OR MARRIED 
AND AT HOME AT THE TDJE OF THE STUDY 
Class Stenographic ~clerical Total for Group Group each Class 
1945 7 5 12 
1946 4 3 7 
1947 4 3 7 
1948 3 3 6 
1949 2 1 3 
TOTALS 20 15 35 
Table X indicates that most of the graduates were required to take 
various tests to qualify for a position. 
The typewriting test was the most frequently given, with the 
intelligence test, second; the health examination, third; the transcrip-
tion test, fourth; and the arithmetic test, fifth. 
The civil service examination was in the minority because the 
graduates were not old enough to take the tests that would qualify them 
for positions iri the state and federal government. 
TABLE X 
TYPES OF TESTS TAKEN BY THE 175 GRADUATES 
WHO WERE FULL-TIME OFFICE EMPLOYEES, OR WHO HAD HELD FULL-TIME 
OFFICE POSITIONS SINCE GRADUATION 
Type of test Number given 
Typewriting test 76 
Intelligence test 62 
Health examination 42 
Transcription test 39 
Arithmetic test 29 
Civil service examination 2 
Others (one each) 3 
Table XI shows that 83, or 59.3 per cent, of the 140 graduates 
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employed in office work at the time of the study were with their original 
employer. 
TABLE XI 
THE NUMBER OF DIFFERENT JOBS HELD BY THE 
140 GRADUATES DOING OFFICE WORK AT THE TIME OF THE STUDY 
Number of employers Number Per Cent 
With original employer 83 59-3 
Employed by one other employer 38 27.1 
Employed by two other employers 19 13.6 
TOTALS 140 100 
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Seniors in the business curriculum were allowed to accept full-time 
employment if the.r could present a written statement from their parents 
and employer-to-be, had honor grades, and an absence record with no more 
than ten absences during the twelfth grade. A few of the graduates worked 
on a part-time basis until this privilege was granted. 
Table XII shows that 103, or 73.6 per cent, of the 140 graduates 
employed in office work at the time of the study secured their first 
office positions before graduation, an i ndication that many of the gradu-
ates met the above qualifications. 
TABLE XII 
WHEN EMPLOYMENT WAS OBTAINED BY THE 
140 GRADUATES ENGA.GED IN OFFICE WORK AT THE TIME OF THE STUDY 
When employment was obtained Number Per Cent 
Before graduation 103 73.6 
Within six months after graduation 24 17.1 
Within a year after graduation 13 9-3 
TOTALS 140 100 
The beginning salaries of the graduates of the stenographic and 
clerical curriculums are tabulated in Table llii. The median salary for 
both groups combined was $28. The median salary for the stenographic 
group was $30, and for the clerical group, $27. However, the greatest 
frequency was $28 in the clerical group. 
This table shows that a knowledge of shorthand was an asset in 
obtaining more money in the business world. 
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TABLE XIII 
THE BIDINNING SALARIES RllDEIVED BY THE 140 GRADUATES 
OF THE STENOGRAPHIC AND CLERICAL CURRICULUMS 
Salary Stenographic Clerical Total 
(per week} Group Group Frequency 
$16 1 0 1 
17 1 0 1 
18 3 2 5 
19 0 0 0 
20 1 2 3 
21 0 0 0 
22 0 1 1 
23 1 2 3 
24 0 5 5 
25 5 6 11 
26 7 6 13 
27 9 2. 14 
28 8 9 17 
29 2 2 4 
30 16 7 23 
31 0 0 0 
32 3 2 5 
33 3 1 4 
34 0 0 0 
35 12 2 14 
36 0 3 3 
37 0 0 0 
38 1 0 1 
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Salary Stenographic Clerical Total (per week) Group Group Frequency 
$39 1 0 1 
40 1 1 2 
41 0 0 0 
42 0 0 0 
43 1 0 1 
44 0 0 0 
45 0 0 0 
46 0 0 0 
47 0 0 0 
48 0 1 1 
49 0 0 0 
50 0 0 0 
51 0 0 0 
52 0 0 0 
53 1 0 1 
54 0 0 0 
55 1 0 1 
No answer given 0 5 5 
Table XIV indicates that 94 graduates, or 67.1 per cent, had 
adjusted readily to their positions. 
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TABLE XIV 
THE L:ENGTH OF TIME 'IHE 140 GRADUATES 
HAD BEEN ON THE JOB HELD AT THE TIME OF THE SURVEY 
Length of time Number Per Cent 
Less than six months 15 10.7 
Between six months and a year 31 22.2 
A year or more 94 67.1 
TOTAlS 140 100 
The answer to the question, "How di.d you secure your first position?tt 
proves the value of a placement bureau in the Winthrop Senior High School. 
Table XV shows that 72 graduates, or 41.1 per cent, obtained their first 
positions through the school authorities; 33 graduates, or 18.9 per cent, 
through a relative or friend; and 30 graduates, or 17.2 per cent, 
through a personal application. 
TABLE XV 
HOW THE 175 GRADUATES V\HO WERE FULL-TIME OFFICE WORKERS OR WHO 
HAD HELD FULL-TIME OFFICE JOBS SECURED THEIR FIRST PCS ITIONS 
How first job was secured Number Per Cent 
School authorities 72 41.1 
Relative or friend 33 18.9 
Personal application 30 17.2 
Newspaper advertisement 13 7.4 
Private emplqyment service 12 6.9 
U. s. IDnployment service 7 4.0 
other sources 8 4.5 
32 
Table XVI shows that the graduates were employed in many different 
types of businesses with insurance taking the lead. Banks, manufacturing 
establishments, and retail stores absorbed a large number of the gradu-
ates for the performance of stenographic and clerical duties. 
TABLE XVI 
THE TYPES OF BUSINESSES IN WHICH THE 175 GRADUATES WHO 
WERE HOLDING OR HAD HELD FULL-TIME OFFICE JOBS WERE EMPLOYED 
Type of business Number Per Cent 
Insurance 46 26 
Banking 20 12 
Manufacturing 18 10 
Retail store 14 8 
Education 9 5 
Transportation 7 4 
Public utility 5 3 
Government office 4 2 
Real estate, motion picture, service 18 10 
organization, investment, lawyer's 
office, dentist's office, (three 
each) 
Furniture, advertising, teacher 14 8 
employment bureau, fish, mail order, 
doctor's office, town office, (two 
each) 
All others (one each) 20 12 
TOTALS 175 100 
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As was mentioned in Chapter II, ~'The Background of the Study, tt the 
town of Winthrop has no large industries and very few offices. Conse-
quently, most of the graduates found employment in Boston and surrounding 
cities. Of the 175 graduates, 15 were employed in Winthrop, 1.43 in Boston, 
five in East Boston, three in Revere, two each in Gambridge and New York 
City, and one each in Brookline, Chelsea, Everett, Medford, and Somerville. 
Table XVII shows that the largest number of Winthrop High School 
graduates was working in offices that employed from one to 25 people. The 
table shows that the graduates of the stenographic curriculum had a variety 
of duties, and a few of the more routine duties were performed by the 
clerical group. 
The size of the office is an important factor because the larger the 
office the greater the specialization in ·the office duties of each office 
employee. 
Number of 
1 to 5 
6 to 25 
26 to··so 
51 to 100 
101 to 200 
201 to .500 
TOTAlS 
TABLE XVII 
THE SIZE OF THE OFFICES IN WHICH THE 1.40 WHO 
WERE HOLDING FULL-TIME JOBS WERE EMPLOYED 
Personnel Stenographic Clerical Total Group Group Frequency 
28 16 44 
27 21 48 
7 10 17 
7 8 15 
4 3 7 
5 4 9 
78 62 140 
Per 
Cent 
32 
34 
12 
11 
5 
6 
100 
In order to keep the school files up to date, the graduates were 
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asked, "Do you desire the services of the employment bureau at the present 
time?" Table XVIII shows that only 1.5 were interested in securing a new 
position. 
Class 
194.5 
1946 
1947 
1948 
1949 
TOTAL 
TABLE XVIII 
THE NUMBER OF GRADUATES DESIRING THE SERVICES 
OF THE :EMPLOYMENT BUREAU AT THE TIME OF THE STUDY 
Number 
2 
3 
2 
1 
7 
1.5 
This response would tend to indicate that of the 140 employed at the 
time of the study the majority did not wish to change positions. Unem-
ployment accounted for the seven in the class of 1949 desiring this 
service. 
The greatest number of graduates had been employed in office work 
for a year or more. In order to evaluate the business curriculum on the 
basis of this experience the question was asked, "Do you feel that you 
had the training necessary when you finished high school to make a 
success of your first position?" 
Table XIX shows that 112 graduates felt that the business curriculum 
had equipped them with the necessary tools to make a success of their 
first positions. 
TABLE XIX 
THE ADE.iUACY OF WINTHROP HIGH SCHOOL PREPARATION FOR 
THE 140 GRADUATES WHO WERE DOING OFFICE WORK 
AT THE TIME OF THE STUDY 
Group Yes No No answer 
Stenographic 
Clerical 
TOTALS 
66 
46 
112 
10 2 
15 1 
25 3 
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The graduates were asked to make suggestions with regard to improving 
the business education curriculum. The results of this question would 
prove to be the outcome of their office experiences and the first-hand 
information would be valuable in revising the program. 
Of the 205 respondents, only 61 made suggestions for improvement or 
change. The outstanding ones are tabulated in Table XX. 
More training in office machines was the major suggestion of both 
the stenographic and clerical groups. 
Table XVII shows that the majority of these graduates were in offices 
employing one to 25 people. In this case, the duties would be more 
varied, and would necessitate at least an acquaintanceship with office 
machines. The most commonly-used machines are tabulated in Table XXIV. 
The second suggestion stressed the need for more shorthand. The 
course in Thomas Shorthand was offered to the clerical group primarily 
for personal use in an office. 
Eight of the 11 respondents in the stenographic group that studied 
Gregg Shorthand two periods a dalf stated that they took dictation in the 
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office. Of the eight, only one received a diploma for further study in 
this subject. The remaining three did not take any dictation in the 
office. 
The third major suggestion was for more drill in spelling and 
punctuation, followed qy more training in office procedure, more drill in 
simple arithmetic during the senior year, and more practice in composing 
letters at the typewriter. 
TABLE XX 
SUC~ESTIONS FOR IMPROVING THE BUSINESS EDUCATION 
CURRICULUM AT WINTHROP HIGH SCHOOL AS GIVEN BY 
THE GRADUATES DOING OFFICE VroRK 
Suggestion Stenographic Clerical Group Group 
1. More office machine training 22 13 
2. Two-year course in shorthand 11 6 
3· More drill in spelling and 
punctuation 9 4 
4. More training in office procedure 6 4 
5. Drill in simple arithmetic, senior 
year 2 5 
6. More practice in composing letters 
at the typewriter 3 2 
The check list was used to obtain data about positions held, office 
machines used, duties performed, and the work habits of the graduates 
employed in offices throughout Boston and vicinity. 
Table XXI shows the number and variety of positions held by the 
140 graduates of 1945-1949, inclusive, that were employed at the time of 
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this study. The most frequently held position by the graduates was 
ttclerk-typistn. This group consisted of eight graduates from the steno-
graphic curriculum and 21 from the clerical curriculum, a total of 
29 graduates • . In 1949 this group was more than double that of any other 
year surveyed at the time of the study. Twrenty-two graduates of the 
stenographic curriculum were employed as regular ttstenographers". 
"General clerks u numbered 16. Five from the stenographic curriculum and 
11 from the clerical curriculum made up this group. "Secretaries" and 
"private secretaries" followed in fourth and fifth place with six each, 
a total of 12. 
Previous to 1949 none of the graduates had accepted positions as 
ttfile clerks," "<;\ental assistants," or "cashiers". 
Table XXI shows that the graduates were adequately prepared for the 
positions, and this is added evidence for Table XIX when the graduates 
were asked, "Do you feel that you had the training necessary when you 
finished high school to make a success of your first position?" 
TABLE XXI 
POSITIONS HELD BY THE 140 GRADUATES 
EMPLOYED AT THE TIME OF THE STUDY 
1945 1946 1947 1948 
Position 
S* C* S* C* S* C* S* C* 
Clerk-typist 2 2 l 3 2 4 
Stenographer 2 2 8 6 
General clerk 3 l 4 2 
Secretary 2 1 l l 
Private secretary 2 l l 2 
Bookkeeping machine l 2 l 
operator 
Stenographer-clerk l l 
Bank clerk 1 l 2 
File clerk 
Cashier 
Receptionist 2 
Calculator operator l 
Assistant bookkeeper 1 
Secretary-receptionist l l 
Stenographer-receptionist 2 l 
Dental assistant 
All others (one each) 2 5 2 2 l 3 3 l 
1949 
S* C* 
3 12 
4 
6 
l 
l 
2 
4 
3 l 
l 
2 
l l 
l 
2 
2 2 
TOTALS 13 10 11 7 20 9 16 5 18 31 
*S - Stenographic Group 
*C - Clerical Group 
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Total 
Frequency 
S* C* 
8 21 
22 0 
5 ll 
6 0 
5 l 
2 3 
4 0 
2 2 
0 4 
3 l 
3 0 
0 3 
2 l 
3 0 
3 0 
0 2 
10 13 
78 62 
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The duties performed by the 140 graduates are tabulated in 
Tables XXII and XXIII and are ranked according to frequency. The duties 
submitted by the graduates were added to the list and starred. 
The group classification has been used because the information 
obtained will be utilized in planning the content of the course offered 
to future students of the business education curriculum. 
Table XXII gives a list of 64 duties performed by the graduates of 
the stenographic curriculum. The ten most frequently performed duties of 
this group, according to rank, were the following: "Use of the telephone," 
"Use of the standard typewriter," "Filing," "Meeting callers," "Composing 
letters," "Taking shorthand dictation and transcribing the notes," 
"Doing simple arithmetic," "Using the adding machine," "Checking previous 
correspondence," and "Filling out business forms." 
"Checking previous correspondence" was specified by the stenographic 
group as one of the ten most frequently performed duties. 
Rank 
1 
2 
3 
4.5 
4.5 
6.5 
6.5 
TABL.E XXII 
THE FREQUENCY OF MENTION OF DUTIES 
PERFOR1lEO BY THE STENOGRAPHIC GROUP 
Duties of emplqyees 
Use telephone 
Use standard typewriter 
File 
Meet callers 
Compose letters 
Take shorthand dictation and transcribe 
notes 
Do simple arithmetic 
Total 
Frequency 
68 
63 
59 
52 
52 
51 
51 
40 
Rank Duties of employees Total Frequency 
8 Use adding machine 49 
9 * Check previous correspondence 47 
10 Fill out business forms 42 
11.5 Use office reference books 40 
11.5 * rype telegrams, cablegrams 40 
13 rype from rough draft 37 
14 Take dictation at typewriter 34 
15.5 Do office housekeeping 29 
15.5 * Prepare material for filing 29 
17 Tabulate material 27 
18 -lr Make carbon copies 25 
19 * '!YPe reports 18 
20.5 * Make bookkeeping entries 17 
20.5 Cut stencils 17 
22 * Dispatch mail 16 
23 * Keep an appointment book 14 
24.5 Use duplicating machine 13 
24.5 Use check protector 13 
27 * Address envelopes 10 
27 * '!YPe postal cards 10 
27 ~~- Make deposits 10 
29.5 * Type interoffice letters 9 
29.5 * Keep a checkbook 9 
* Duties added by the graduates 
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.Rank Duties of employees Total Frequency 
31..5 -:l- Use switchboard 8 
31..5 * Handle money 8 
33 • .5 Use key-driven calculator 7 
33-.5 Use electric typewriter 7 
36 * Type form letters 6 
36 * Type master sheets for duplicating 6 
machine 
36 * Do billing 6 
40 Use bookkeeping machine 4 
40 Use carriage-shift calculator 4 
40 * Figure and adjust policies 4 
40 ?I- Order supplies 4 
40 * Make out payroll with social security, 4 
withholding tax 
42 • .5 * Use addressograph 3 
42 • .5 * Copy from longhand 3 
42 • .5 * Use National Gash Register 3 
42 • .5 * Type legal forms 3 
49 Use voice-writing machine 2 
49 * Figure invoices 2 
49 * Use checkwriter 2 
49 * Keep scholastic records 2 
49 * Do inventory work 2 
.59 * Type mailing lists 1 
.58 * Proofread 1 
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Rank Duties of empl~ees Total Frequency 
58 
58 
58 
58 
58 
58 
58 
58 
58 
58 
58 
* Use teletype machine 
* Use I. B. M. Proof Machine 
~~ Take trial balances 
* Check daily box office statements 
* Use ediphone record shaver 
* Do posting 
* Dictate letters 
* Do renewal account work 
* Keep scrapbook of news items 
* Use National Cash Savings Machine 
* Use I. B. M. Fanfold Machine 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
1 
Table XXIII enumerates the 57 duties performed by the graduates of 
the clerical curriculum. The ten most frequently performed duties of 
group, according to rank, were the following: "Filing," ttUsing the tele-
phone, n "Using a standard typewriter," 11Doing simple arithmetic, tt "Using 
the adding machine, n "Typing form letters, u "Addressing envelopes, n 
"Doing billing, tt ttFilling out business forms," and "Meeting callers." 
The three duties given by the clerical group as ranking among the 
first ten most frequently performed were the following: ''Typing form 
letters, " "Addressing envelopes, " and "Doing billing. " 
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TABLE XXIII 
THE FREQUENCY OF MENTION OF DUTIES 
PERFORMED BY THE CLERICAL GROUP 
Rank Duties of employees Total Frequency 
1 File 55 
2 Use telephone 54 
3 Use standard typewriter 46 
4 Do simple arithmetic 42 
5 Use adding machine 39 
6 -:t- Type form letters 38 
?.5 * Address envelopes 36 
7.5 * Do billing 36 
9 Fill out business forms 32 
10 Meet callers 31 
11 Use office reference books 27 
12.5 Make bookkeeping entries 19 
12.5 * Type postal cards 19 
14 Compose letters 18 
16 Do office housekeeping 14 
16 * Make carbon copies 14 
16 * Type interoffice letters 14 
18 * Figure invoices 11 
19 Type from rough draft 
10 
21 Type telegrams, cablegrams 9 
21 Tabulate material 9 
* 
Duties added by the graduates 
Rank 
21 
24 
24 
24 
26.5 
26.5 
30.5 
30.5 
30.5 
30.5 
30.5 
30.5 
35 
35 
35 
39 
39 
39 
39 
39 
42 
44 
44 
Duties of employees 
Use duplicating machine 
* Use switchboard 
Use bookkeeping machine 
* Use addressograph 
Take dictation at typ~~iter 
Cut stencils 
Take shorthand dictation and transcribe 
notes 
* Keep a checkbook 
Use key-driven calculator 
Use carriage-shift calculator 
* Copy from longhand 
* rype mailing lists 
* Check previous correspondence 
* Make deposits 
Use electric typewriter 
~~- Prepare material for filing 
* rype reports 
* Dispatch mail 
Use check protector 
Use voice-writing machine 
i !- Handle money 
* rype master sheets for duplicating 
machine 
* Develop x-rays 
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Total 
Frequency 
9 
8 
8 
8 
7 
7 
6 
6 
6 
6 
6 
6 
5 
5 
5 
4 
4 
4 
4 
4 
3 
2 
2 
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Rank Duties of employees Total Frequency 
44 * Assist doctor with patients 2 
51.5 * Keep an appointment book 1 
51.5 * Figure and adjust policies 1 
51.5 * Use National Cash Register 1 
51.5 * Use checkwriter 1 
51.5 •'~- Proofread 1 
51.5 * Use teletype machine 1 
51.5 * Use I. B. M. Proof Machine 1 
51.5 * Authorize charge sales 1 
51.5 * Assign work 1 
51.5 * Do messenger work 1 
51.5 1!- Use billing machine 1 
51.5 J.r Use graphotype machine 1 
An examination of Table XXIV gives one an insight into the number 
and variety of duties performed by the 140 graduates according to the 
classification of duty and the curriculum pursued. This study reveals 
that certain jobs in the office require many different types of skills 
in addition to the regular skills associated with the particular jobs. 
As shown in Table XXIV the typewriting duties were the most fre-
quently performed; therefore, the students should be highly trained in 
them. 
Table XXIV shows that the graduates performed a great many general 
office duties. ''Using the telephone" was considered the most important. 
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These statistics emphasize the fact that students should continue to have 
the privilege of helping out in the main office, the attendance office, 
and the guidance office of the Winthrop High School during their study 
and homeroom periods. Members of the clerical group have had this train-
ing for a number of years. Such a program was introduced to the steno-
graphic group during the school year 1949-1950. 
Efficient operators of office machines present the employer with an 
excellent opportunity to improve the efficiency of his office work. The 
office machines most commonly used were the standard typewriter, the 
adding machine, and the duplicating machines. This tabulation also gives 
a picture of the importance of the typewriter in relation to the other 
office machines. However, the operation of some of the machines must be 
learned on the job because of the specialized nature of the work involved • 
. 
As shown in Table XXIV the bookkeeping duties had the lowest 
frequency. 
Table XXIV shows that the total secretarial duties exceeded the total 
of the bookkeeping duties. 
Indications also show that 114 graduates employed at the time of the 
study were required to have a knowledge of filing. 
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TABLE XXIV 
THE TOTAL FREQUENCY OF 71 DUTIES PERFORMED ACCORDING TO TYPE 
OF DUTY AND ARRANGED IN ORDER OF FREQUENCY 
Duties of employees 
TYPEiffiiTING: 
Fill out business forms 
T,ype telegrams, cablegrams 
Type from rough draft 
Address envelopes 
Type form letters 
Do billing 
Make carbon copies 
Tabulate material 
Type postal cards 
Cut stencils 
Type interoffice correspondence 
Type reports 
Copy from longhand 
Type master sheets for duplicating 
machine 
Type mailing lists 
Type legal forms 
GENERAL OFFICE: 
use telephone 
Do simple arithmetic 
Meet callers 
Stenographic 
Group 
42 
40 
37 
10 
6 
6 
25 
27 
10 
17 
9 
18 
3 
6 
1 
3 
68 
51 
52 
Clerical 
Group 
32 
9 
10 
36 
38 
36 
14 
9 
19 
7 
14 
4 
6 
2 
6 
0 
54 
42 
31 
Total 
Frequency 
74 
49 
47 
46 
44 
42 
39 
36 
29 
24 
23 
22 
9 
8 
7 
3 
122 
93 
83 
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Duties of employees Stenographic Clerical Total Group Group Freq:uency 
GENERAL OFFICE (continued) 
Use office reference books 40 27 67 
Dispatch mail 16 4 20 
Keep a checkbook 9 6 15 
Make deposits 10 5 15 
Keep an appointment book 14 1 15 
Figure invoices 2 11 13 
Order supplies 4 0 4 
Do inventory work 2 0 2 
Keep scholastic records 2 0 2 
Assist doctor with patients 0 2 2 
Proofread 1 1 2 
Do messenger work 0 1 1 
Assign work 0 1 1 
Keep scrapbook of news items 1 0 1 
OFFICE MACHINES: 
Use standard typewriter 63 46 109 
Use adding machine 49 39 88 
Use duplicating machine 13 9 22 
Use check protector 13 4 17 
Use switchboard 8 8 16 
Use ke,r-driven calculator 7 6 13 
Use bookkeeping machine 4 8 12 
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Duties of employees Stenographic Clerical Total Group Group Frequency 
OFFICE MACHINES (continued) 
Use electric typewriter 7 5 12 
Use addressograph 3 8 11 
Use carriage-shift calculator 4 6 10 
Use voice-writing machine 2 4 6 
Use National Cash Register 3 1 4 
Use checkwriter 2 1 3 
Develop x-rays 0 2 2 
Use teletype machine 1 1 2 
Use I. B. M. Proof Machine 1 1 2 
Use National Cash Savings Machine 1 0 1 
Use ediphone record shaver 1 0 1 
Use billing machine 0 1 1 
Use graphotype machine 0 1 1 
Use I. B. M. Fanfold Machine 1 0 1 
BOOKKEEPING: 
Make bookkeeping entries 17 19 36 
Handle money 8 3 11 
Figure and adjust policies 4 1 5 
Make out payroll with social 4 0 4 
security, withholding tax 
Take trial balances 1 0 1 
Check daily box office statements 1 0 1 
Authorize charge sales 0 1 1 
Duties of employees 
BOOKKEEPING (continued) 
Do posting 
Do rene"Nal account work 
S EI::RETARIAL: 
Compose letters 
Take shorthand dictation and 
transcribe notes 
Do office housekeeping 
Take dictation at typewriter 
Dictate letters 
FILING: 
File 
Check previous correspondence 
Prepare material for filing 
Stenographic 
Group 
1 
1 
52 
51 
29 
34 
1 
59 
47 
29 
Clerical 
Group 
0 
0 
18 
6 
14 
7 
0 
55 
5 
4 
50 
Total 
Frequency 
1 
1 
70 
57 
43 
41 
1 
114 
52 
33 
On the check list the graduates were asked four detailed questions 
with regard to the training received in business education in the 
Winthrop High School. 
TABLE XXY 
QUESTIONS AND ANSWERS IN RIDARD TO AD~UATE PREPARATION 
IN HIGH SC HOOL 
Question Yes No No Answer 
1. Do you feel that if you had studied 42 87 11 
harder while in high school you would 
have been better prepared to take 
your first position? 
2. Do you feel that you should have had 78 53 9 
more training in certain subjects? 
3· Do you have any difficulty with 33 104 3 punctuation, grammar, or spelling? 
4. Do you feel that your training 125 9 6 
measures up to that of other begin-
ning office workers? 
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Answers to the first question as shown in Table XXV indicated that 
87 graduates, or 62 per cent, felt that more studying would not have pre-
pared them any better for their first positions. 
In regard to the second question the graduates felt that more train-
ing should be given in certain subjects. 
One hundred and four graduates, or 74 per cent, stated that they had 
had no difficulty with punctuation, grammar, or spelling. 
In comparing the training received b.1 these graduates to other 
beginning office workers, 125 graduates, or 89 per cent, felt that their 
preparation was equal to, if not better than, the training received by 
other beginning office workers. 
oston Unr . ·· p~·y 
Scf!r~_91 ot .&itlc t i o 
· · .. i r r -· 
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Table XXVI shows the graduates• evaluation of their own work 
habits. 
TABLE XXVI 
WORK HABITS EVALUATED BY THE 140 GRADUATES 
IN EldPLOYMENT 
Work habit Usually Some- Never No times Answer 
1. Does someone supervise your 50 68 19 3 
work? 
2. Do you ask questions when 105 28 4 3 
puzzled by offi ce procedure 
or routine? 
3· Do you find it necessary to 2 70 64 4 
have directions for your work 
repeated? 
4. Do you finish your work on 130 1 4 
time? 
5. Does the confusion of the 1 44 92 3 
office cause you to make 
mistakes? 
6. Do you find it difficult to 4 40 88 8 
adjust yours elf to new 
situations? 
1· Do you ever assist others when 103 26 3 8 
your required tasks are 
completed? 
8. Do you volunteer to work over- 96 30 9 5 
time or do work without being 
told? 
9. Do you ever arrive late to 1 62 73 4 
work? 
Table XXVI shows that the office workers were supervised "sometimes" 
and "usually" in many cases. Table XVII indicated that the graduates 
were placed in offices with one to 25 on the staff. Under the circum-
stances there would be more or less supervision in these offices. 
One hundred and five graduates admitted that they asked questions 
when puzzled by office procedure or routine. 
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Seventy graduates answered, nsometimes, u and 64 graduates answered, 
"Never," to the question, "Do you find it necessary to have directions 
for your work repeated?" 
Of the 140 graduates employed, lJO stated that they usual~ finish 
their work on time. 
Ninety-two graduates stated that confusion in the office did not 
cause errors in their work. Forty-four graduates, however, had diffi-
culty nsometimes.tt 
Most of the graduates felt that they could adjust themselves to new 
situations, but a few had some difficulty. 
Graduates stated that they are most cooperative in completing vari-
ous office tasks when their particular duties are finished. 
Ninety-six graduates participated in overtime work or did work with-
out being t old. Several mentioned that office rules would not permit 
them to work extra hours. 
Seventy-three of the graduates indicated "that they have never 
arrived late to work," and 62 graduates admitted that sometimes stormy 
weather prevented a perfect record. 
CHA.PrER VI 
SUMMARY AND CONCLUSIONS 
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The problem of this study was to determine the effectiveness of the 
intensified business education program offered at the Senior High School, 
Winthrop, Massachusetts, in relation to the requirements of the positions 
occupied by the graduates of 1945-1949, inclusive. 
The findings in the study were as follows : 
1. Of the 331 questionnaires sent out, 205 were completed and 
returned. This represented 106 graduates of the stenographic curriculum 
and 99 graduates of the clerical curriculum. 
2. Twenty-eight of the respondents were transfers from the college 
curriculum to the business education curriculum in the twelfth year. 
3. At the time that these data were collected and tabulated 140 
graduates, or 68.3 per cent, were doing office work. Ninety-four 
graduates, or 67.1 per cent, had remained with the same employer for a 
year or more. Eighty-three graduates, or 59.3 per cent, were with their 
original employer. In addition, 35 respondents had held full-time posi-
tions since graduation, but were full-time students, were unemployed, or 
were married and at home at this time. 
4. Only 15 respondents of the stenographic curriculum and 14 
respondents of the clerical curriculum, a total of 29, had earned a 
diploma or certificate for additional business training since high school 
graduation. 
5. The major reason for securing more business training was the 
desire for additional knowledge by a group of 12. 
6. When graduates applied for their first positions the most 
frequent test administered to them was in typewriting, followed by 
intelligence, health, transcription, and arithmetic. 
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7. Of the 140 graduates employed in office occupations at the time 
of the study 103 graduates, or 73.6 per cent, secured their positions 
before graduation; 24 graduates, or 17.1 per cent, secured them within 
six months after graduation; and 13 graduates, or 9.3 per cent, secured 
them within a year after graduation. 
8. The median beginning salar,y received by graduates of the steno-
graphic curriculum was $30 a week, and the median salary for graduates of 
the clerical group was $27 a week. 
9. Of the 175 graduates who were full-time office employees, or 
who had held full-time office jobs, 72 graduates, or 41.1 per cent, 
indicated that their first positions were obtained through the school 
authorities. 
10. Forty-six respondents, or 26 per cent, were employed in offices 
of insurance companies. Twenty respondents, or 12 per cent, were 
employed in the offices of banking establishments. Eighteen respondents, 
or 10 per cent, were employed in offices of manufacturing concerns, and 
14 respondents, or 8 per cent, were employed in offices of retail stores. 
11. Forty-four of the respondents were working in small offices 
with not over five employees. Forty-eight graduates were working in 
offices with six to 25 employees. Seventeen graduates were working in 
offices with 26 to 50 employees. Fifteen graduates were working in 
offices with 51 to 100 employees. Seven graduates were working in offices 
with 101 to 200 employees, and nine graduates were in offices with 201 to 
500 employees. 
12. Only 15 respondents desired the services of the employment 
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bureau at the time of the study. 
13. Of the 140 graduates, 112 felt that their high school business 
education prepared them adequate~ for office work. 
14. The most frequent position held by the graduates was that of 
"clerk-typist. 11 In 1949 this group was more than double that of any 
other year surveyed at the time of this study. This position was 
followed closely by that of "stenographer. u "General clerks" were third 
in total frequency. Fourth and fifth place were taken by ttsecretaries" 
and "private secretaries." Previous to 1949 none of the graduates had 
accepted positions as "file clerks," "dental assistants," or "cashiers." 
15. The ten most frequently performed duties of the stenographic 
group, according to rank, were the following: "Use of the telephone, u 
"Use of the standard typewriter, u "Filing," "Meeting callers," "Composing 
letters," "Taking shorthand dictation and transcribing the notes," "Doing 
simple arithmetic," "Using the adding machine," "Checking previous 
correspondence," and "Filling out business forms." 
16. The ten most frequently performed duties of the clerical group 
were the folloWing: "Filing," "Using the telephone, " "Using a standard 
typewriter," "Doing simple arithmetic, 11 "Using the adding machine," 
"Typing form letters," "Addressing envelopes, 11 "Doing billing, tt "Filling 
out business forms," and "Meeting callers • 11 
17. The standard typewriter was rated as the most essential machine 
in the business office. 
18. More study on the part of the graduates was not the answer to 
their problems. They felt that more training should be given in certain 
subjects. A large number claimed that they had no difficulty with 
punctuation, grammar, or spelling. 
19. The majority felt that their business training was equal to, 
if not better than, the training received by other beginning office 
workers with whom they had to compete. 
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20. On the whole the work habits of the group surveyed were favor-
able as reported by the group. Confusion in the office, adjustment to 
new situations, need of having directions repeated, and lack of punc-
tuality were the self-reported weaknesses of some of those who returned 
the questionnaires. 
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CHAPTER VII 
RECOMMENDATIONS FOR THE REVISION OF THE BUSINESS EDUCATION CURRICULUM 
The following recommendations were made upon the basis of the find-
ings that resulted from this study. 
l. The survey showed that the stenographic group needed training 
on office machines. This weakness in the stenographic curriculum was 
corrected in .the Fall of 1950 when a course in "Secretarial Training" 
was offered. This course will train the members of the stenographic 
curriculum to operate the office machines now available at the Winthrop 
Senior High School and give them a working knowledge of filing, the use 
of office reference books, and familiarity with business forms. 
2. More training in ttoffice procedures" should be given to both 
groups. This should include the use of the telephone, which is a neces-
sary function in a business office and heads the list of "duties performed 
by employees. tt Emphasis should also be placed on meeting callers and the 
desirability of a pleasing personality. 
3· Permission to work in the main office, the guidance office, and 
the attendance office at the high school should definitely be continued. 
4. Concentrated drill in spelling and punctuation should be given 
to the stenographic group. This can best be accomplished only when the 
class consists of those specializing in stenographic work. 
5. The English and typewriting teachers should work together on the 
subject of composing material and should correlate the teaching wherever 
it is feasible. 
6. Many of the graduates were employed by insurance and banking 
establishments. With this in mind units of work based on these vocabu-
laries could be utilized in English, typewriting, stenography, business 
law, and bookkeeping. 
7. The tabulation of duties in Tables XXII and XXIII provides a 
guide to the business teachers in preparing a course of study for the 
students of the stenographic and clerical curriculwns. 
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8. This follow-up study of the business graduates of the Winthrop 
Senior High School would be more valuable if the businessmen who emplqyed 
these graduates had been interviewed or had been sent check lists at the 
time of this stud;y". 
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SENIOR HIGH SCHOOL ORRIN C. DAVIS 
LESLIE L . DUNHAM SUPERINTENDENT 
PRINCIPAL 
April 3, 1950 
Dear Graduate: 
With the permission of Mr. Orrin c. Davis, Superintendent 
of Schools, and Mr. Leslie L. Dunham, Principal of the Senior 
High School, the writer is making a study of the 1945-1949 
business graduates of the Winthrop Senior High School. 
The purp~se of this study is to determine whether or not 
the business training you received in high school prepared 
you adequately for performing the duties of your first 
position. Perhaps you have some suggestions that you would 
like to make that would help us to improve the business 
curriculum. 
Will you please complete the enclosed check list and 
return it in the stamped, self-addressed envelope as soon as 
possible? By doing this, you will aid not only the students 
of the present, but also those of the future in meeting the 
needs of the business world. 
The list is arranged for easy checking; only a few minutes 
will be required to complete it. All information received will 
be kept confidential, as the data will be used in tabulated 
form. 
Your cooperation in completing the check list will be 
greatly appreciated. ' 
Yours very truly, 
~a 
Teacher of Business Subjects 
Enclosures (2) 
CHECK LIST 
Name 
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Graduate of' 194 
~---------------------------- ....... 
Address Te~e~1one 
------------------------------------------------- --------------
1. Please check the curric·ulum in which you enrolled du.ring your senior year~· 
a, Academic IVA Stenographic b. Academic IVB Clerical 
---
2. We r e you a transfer frem the College Curriculum or Qeneral Curriculum? 
3. ;Please list any furthe r education you have obtained since high school 
graduation .. 
Name of School~ Course Taken Day or Date of Certificate Evening Attendance or Diploma 
(From-T o) Received 
. . 
-
I 
-· 
4. Vfhat vms your particular reas on .for taking the above course or cours es? 
a, Prepare for Civil Service Examination •• ~ . 
b , Brush up in ant icipation of promotion •••• 
c. Lack of preparation for your work , •.••••• 
d. Othe r: Specify .•..•.••....•.• ", . ..•.•...• 
e. . ......... . ......... . ...••. , .... • ••...... 
5 . Lis t positions held since graduating from high school . 
Name and Address Kind of • Nature of Work 
of Business Business+ 
a. ~~· 
b . 
I 
I 
c. I 
Saln.ry ' Length of 
Begin.:. H1gh- Service 
ning est (From-To) 
I 
6 . If emp loyed at the present time give the name of the personnel manager or 
department head, 
Business Te lephone 
------ ------~------
7. Give the number of employees in the office in whi ch you work, 
8. Check the number of salary increases in present position , (l) (2) ( 3) 
-
- --
9. Check the number of promotions r eceived f rom your present 
employer. (l)_ (2) (3) 
- -
10. If not employed at the present time, w~uld you desire the services of our 
"Employment Bureau"? Yes No 
11. Please check the sources through which your positions were secured. 6) 
High school employment eervice ••••• a. 
Relative or friend .•••••.•.•........• 
Newspaper advertisement •..••.•••....• 
Personal application •....•••••....•.. 
U.S . Employment Service •............. 
Civi l Service ..•......... ~ .......... . 
Private Employment Service ••.•..••••• 
Other: Specify ••.•... •..•.....•.•••• 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Job 1 Job 2 Job 3 Job 4 
12. Please check the type of test or tests taken when applying for your various 
positions. 
Intelligence ................. _ ....... . 
Typewriting . ........................ . 
Arithmetic .....•. ...................... 
Transcription ......................... . 
Physical Examination •••..•..•.•..•••• 
Other: Specify •••.•••.••••...••••••• 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 
Job l Job 2 Job 3 Job 4 
13. Please check the title you now hold in your present position. 
a. Receptionist j. Lccounting and Recording Clerk 
-- Switchboard Operator k . -- Mailing and Shipping Clerk b. 
--c. General Clerk l. Bookkeeping Machine Operator 
d. -- Clerk-Typist m. - Calculator Operator 
-- Filing Clerk -- Duplicating Machine Operator e. n. 
--f. Stock Clerk 0 , Voice Transcriber 
-- Cashier g. p. Other: Specify •••••••.•••••••.•••• 
h. Stenographer . q. . ................................... 
i. Office Boy or Girl r. ................................... 
14. Please check the duties you perform in your present position. 
a. Use telephone n. 
b. Use standard typewriter o. 
c. Use electromatic typewriter p. 
d. Use duplicating machine q. 
e. ---Use adding machine r. 
f. Use key-driven calculator s. 
g. Use carriage shift calculator t. 
h. Use bookkeeping machine u. 
i. --- Make bookkeeping entries v. 
j. --Use voice-writing machine w. 
k. -- Take shorthand dictation x. 
1. --Take dictation at typewriter y. 
m. Compose letters z. 
Type from rough draft 
File 
Use office reference books 
--- Cut stencils 
--- Tabulate material 
--- Fill out business forms 
Send telegrams, cablegrams 
Do simple arithmetic 
Meet callers 
Use check protector 
-- Do office housekeeping 
---Other: Specify ••••••.•••••••• 
. ............................ . 
15. Please check the amount of time spent daily in the following areas. 64 
15 min. 30 min. l hr. 1t hr. 2 hr, 
If longer, 
please state 
a., Taking dictation ••••• 
b. Typing ••••••••• ,, •••• 
c • F.i ling . ._ ~ .. , .... _ •.•• 
d. General clerical •• , •• 
e, Operating machine ••• , 
---
-
-
16, Please list the three office machines that you use most in your present 
position. a.. b. c, 
17, Please check in the column t o the ri ght your response to the following 
-:p.1estions a. s applied to your present position, 
Usually Some- Never 
tiiiles 
a. Does someone supervise yovr work? .•••••••••••••••••• 
b. Do you ask questions when puz~led by office 
procedure or routine?.~ ••.. , ............... , ..• 
c. Do you find it necessary to have ·directions for 
d. 
e. 
your work repeated?, .•........•....•••• , ..•.•• , 
Do you finish your work on time·? ••••• , .... , .•.••• , •• 
Does the confusion of the office cause you to make 
mistakes? , .• , ...• , , •.•.•. , ....••..••. , , , .. , •• , • 
f. Do you find it difficult to adjust yourself to 
nevv situations? ..•.••••.•..................•.• , 
g. Do you ever assist others when your r equired tasl:s 
are complet ed? .......... .. •·•·••••• •••••• •.....•• 
h. Do you voluntee r to work overtime or do work 
v.;i thout being to ld? . . , It • , ••• , ............... , ••• 
i. Do you ever arrive late to wo rk? •••••...••••••..•••• 
18. Please give your reaction to the follovnng questions. 
a. Do you feel that you had the training necessary when you 
finished high school to make a success of your first 
position? •.••.....•....••....•.•.......... . ......•.. 
b. Do you feel that if you had studied harder while in high 
school you would have been better prepared to take 
your first position? •••••••••••••.••••••..•••••••••• 
c, Do you feel that you should have had more training in 
certain subjects? •.•••••••••••••••.••••••••••••••••• 
d. Do you have any difficulty with punctuation, grammar. or 
spel li·ngT .••.....•. •. • •. • · • • · • • . •' • • • • • · · • • • · • • • • • • • 
e, Do you feel that your training measures up to that of 
other beginning office workers? ••••••••.••••••••••• , 
Yes No 
19. What suggestions would you make that would tend to improve the effectiveness 
of the business curriculum of the ·winthrop Senior High School i n training 
students for business~ (You may use the other side of this sheet for your 
comments.) 
SENIOR HIGH SCHOOL 
LESLIE L . DUNHAM 
PRINCIPAL 
• 
WINTHROP PUBLIC SCHOOLS 
WINTHROP MASSACHUSETTS 
April 26, 1950 
Dear Graduate: 
Three weeks ago a 11Check List" concerning your 
business training at Winthrop Senior High 
School was sent to you. At this writing I 
have not yet received your check list. 
Did the business training received in high 
school prepare you adequately for performing 
the duties of your first position? 
What suggestions would you like to make that 
would help to improve the business curriculum? 
Your contribution would add value to this 
study. Without your data I shall have 
difficulty in determining the deficiencies of 
your training, and consequently cannot make 
the necessary recommendations to improve the 
business curriculum. 
I am enclosing another check list. Would you 
kindly take a few minutes to complete it, and 
return it in the self-addressed envelope? 
Teacher of Bus1ness Subjects 
Enclosures (2) 
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ORRIN C . DAVIS 
SUPERINTENDENT 
"THE ECHO" 
Senior High School 
· Winthrop, Massachusetts 
May, 1950 
j Survey of Business 
1 Education In 
The Winthrop 
High School 
,Questionnaires have recently been 
sent to the classes of 1945-49 of the 
Business Department of the Senior 
High School, Winthrop, Massachu-
setts . 
. The purpose of the study is to find 
out if the business training received 
in the high school prepared the stu-
dents adequately for performing the 
duties of their first positions and 
what suggestions they would like to 
make that would help to improve the 
business curriculum. 
The data received from the ques-
tionnaires will be tabulated and the 
results will be used in making re-
visions in the business curriculum for 
the coming year. 
This detailed study is being made 
by Rachel J ohnson, .a member of the 
high school f aculty, under the direc-
tion of Dr. Lester I. Sluder of Boston 
University. 
Mr. Orrin C. Davis, the Superin-
' t endent of Schools, has given the 
' writer permission to carry on this 
· study in co-operation with the Guid-
. ance Department. 
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"WINTHROP TRANSCRIPT" 
May 5, 1950 
rw. H~ s.-:Teacher Stucles 
Business Traim~ Course 
-A study l~cover whether 
business training at the =winthrop 
High School prepares ' students . 
. adequately .for·· their . first posi~ 
t ioils is being made by Miss Rachel. 
Johnson of t he ·school's business 
. dep!i:tment, for future curriculu)'Xl 
reVISIOns. ' 
Questionnaires .sent ·to ·the mem-
bers of business department classes 
of 1945 t)'lro~gh 19.49 ·request sug-
gestions for improving · the busi-
ness course. . . . 
Orrin C. Davis,· superintendent of 
schools, llas · authorized· the .study 
in ·cooperation · :witli the Wg.h 
School guidance ·department . and 
under the direCtion . of ·Dr: Lester 
I. Sluder· of Bost'On University. · 
"WINTlffiOP SUN" 
May 6, 1950 
Survey Of Business 
Education In W.H.S . 
. Questionnaires have• recently . lbeen 
. sent to the class·es of 194·5-1949 of the 
Business Department of rthe Senior 
High School, Winthrop. 
The pul'pose of'the study is to find 
out if the business training received 
in high. school 'Prepared the students 
adequately for performing the. duties 
of. their .firs-t positions and what sug-
gestions t hey would ~like to· make that 
would help to ·imprDve the !business 
curriculum. Data received will il:J.e 
tabulated and the results will ibe used 
in making · revisions in the business 
. curriculum for the coming yea·r. 
This .detailed &tudy is being made 
· by Rachel J ohn son, a m ember ·of the 
,high school faculty, under the direc-
, tion of Dr. •Lester I. Sluder Df Boston 
University. OiTin C. Davis, Superin-
. tendent· of Schools, has .given the 
writer .permission to carry on this 
study in cooperation wi·th the Guid·-
·ance Department. . 
Any individual that has not re-
turned his questionnaire should do so 
immediately ibecause his contr~bution 
will add value to the study. 
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Class Per Cent of Returns from Check Lists 
0 10 20 30 . 40 50 70 80 90 
FIGURE I. The relationship of per cent of returns from the check 
Class 
0 
lists for the years 1945, 1946, 1947, 1948, and 1949• 
(See TABLE II.) 
Per Cent Doing Office Work 
20 40 60 80 
FIGURE II. The relationship of per cent in each class doing of£ice 
work at the time of this study. (Refer to TABLE V.) 
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